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Editorial: How to write letters, 
releases 


Kokomo Tribune Editorial Board 

A pair of interactions with readers this week got us thinking it was time for 
a quick reminder. The first involved an upcoming event someone wanted us 
to publish in the newspaper. We responded that we would be happy to get it 
in if she could send us a press release about it. She then asked what a press 


release was. 


The other conversation came about when another reader was discussing the 
letters to the editor that run on our Opinion page. She said they wanted to 


write one, but didn’t know the guidelines. 
So, here’s a short guide for both instances: 
LETTERS TO THE EDITOR 


We welcome Letters to the Editor on any topic of general interest. The 
Kokomo Tribune reserves the right to edit all letters for grammar, brevity, 
good taste and libel. Letters of 250 words or fewer are preferred. All letters 
must be signed with a full name, address of the author and a daytime 


telephone number so authorship can be verified. 


There are several ways to send your letter to us: 


You send your letter through the regular mail to: Opinion, Kokomo Tribune, 


300 N. Union St., Post Office Box 9014, Kokomo, IN 46904-9014. 


You can fax it to 765-854-6733. 


Or, you can send it via email to ktnews@kokomotribune.com. 


PRESS RELEASES 


There’s no iron-clad format for writing a good press release, but there are 


some very basic points it should hit. 


“Headline. Opening sentence. Body. (What’s the story, why does it matter?) 
Contact information. These are the ingredients of a successful press 
release,” wrote Robert Wynne in Forbes on June 13, 2016. “Press releases 
are not features. They are not informal pitches. They are formal, official 
announcements regarding something new or significant about you, your 
business, event or something of that nature. ... The three most important 
elements are: Write a short, catchy headline. Summarize your subject in the 


first paragraph. Make it relevant to your audience.” 


One final note we would add: Timeliness. Make sure you give us enough 
time to publish something about your event before it’s actually happening. 


If you send it to us five minutes before the event is set to start, don’t expect 


much of anything to happen. (You can send press releases using the same 


methods we listed for the Letters to the Editor.) 


Happy writing! 


